
JOB AID # 4  

FOR BATTLE DRILL 4 PROCESS 

CONTRACT (P2P) WITH SPS 

WITHOUT WAWF 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 



Task: Process CONTRACT (P2P) WITH SPS WITHOUT WAWF 
 
 
 

Condition: As a Resource Manager (RM) working with a Deployable Fund 

Center.  You will have access to the following systems:  General Funds 

Enterprise Business System (GFEBS), Standard Procurement System 

(SPS) and Wide Area Workflow (WAWF).  Create a Purchase Requisition 

(PR) and the Purchase Order (PO) and certify the payment for 

disbursing. 
 
 

 

Standards: Validate accounts payable documents and prepare voucher(s) 

for payment with 100% accuracy by completing the following: PR&C, 

PO, Receiving Report, Vendor Invoices, upload supporting documents 

to GFEBS, conduct payment proposal and Disburse payment.   



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on the GFEBS Portal (production ) Tab 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Click on the CAC Login option. 



 

 
 

1 .Select the ERP tab 



 

1.  Enter ME51N in the t-code box to create a new PR. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
2.  Select the type of PR you need from the drop down menu. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Expand/collapse the portions of the PR as necessary. 



3.  Input all necessary information in the Header Text to include requirements, existing contract information, option being exercised. COR POC info, RM POC info 

and Pay office DODAAC 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
4.  Enter Item Overview Information for every line item of the requirement (see example on the next page). 

a.  A (account assignment): U= Unfunded K= Cost Center P= WBS.: F = Internal Order 

b.  Short Text:  CLIN line description 

c.  Quantity: Amount of item/service required 

d.  Unit: Unit of Measure 

e.  Val.Price: Price Per Unit 

f.  Deliv. Date: Expected Date of Delivery 

g. POrg:  Army (Always Army) 

h. Desired Vendor: Not mandatory but if this is an option year enter vendor’s Cage Code. 

i.  Matl Group:  Commitment Item (EOR) 

j.  PGrp: last 3 alphanumeric characters of the Contracting DODAAC (i.e. YTZ for W912YTZ) 

k. Plant: 4 letter indicator of your location. (ask your RM if you are unsure) 

l. Requisnr.: First initial and last name of person i.e. JDOE  ( this is a searchable field) 
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5.  Once the information for all CLIN lines are input,  Press Enter. 

Select the Valuation Tab and Enter Price 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Acknowledge any warnings at the bottom of the screen by pressing enter again. 



 

 
 

6.  Item information.  Select the Customer Data Tab. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This will default to an inner tab PR Gen Use the inner scroll as needed. 
 

Mandatory Fields are Full Name, Telephone No. and SRN. Be sure to use the COR info and for the SRN type in existing contract number or an internal tracking 

number.  After you save it you will have to go back in and change it to the PR number generated by GFEBS. 
 

7.  Scroll back up to Update/Review the Workflow tab. 
 
 
 
 
 
 
 
 
 
 
 
 
 

8.  Enter your DODAAC and check the different Approvals required for the PR by clicking in the boxes. 



9.  Scroll back up to Update the Contracts tab. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

10. Enter the Pay Office (HQ0490), NAICS, and the POP Start and End Date 
 

Repeat this for every line. When all lines are updated press enter. 
 

11. Update the Account Assignment tab (with the LOA as necessary).  If you selected U the Account assignment tab will not appear. In most locations the RM 

will load the Line of Accounting (LOA). 



 

12. Next click on Check to verify the document. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
13. A message advising no errors is displayed 

14. Save to route the PR for approval. A new PR number will de displayed at the bottom of the screen 
 

 
Recommend the initiator go back into ME53N (Display PR), and print the PR using T-Code ZSSC_Print_PR for their file. 

Approvers will now need to go into ME54N to approve the PR 


